Title: Position_Description (PO13)

Position — Description

Purpose Use this procedure to update a description on an existing position.

Trigger Perform this procedure when an existing position description needs to be updated.
Prerequisites Position object and description must exist.

End User Roles In order to perform this transaction you must be assigned the following role:

Organizational Management Processor

Change History

Date Change Description

03/27/2013 Procedure updated to match current system. Added note of JVAC points no longer
being tracked on this infotype as of 4/1/2013.

Menu Path Human Resources = Organizational Management = Expert Mode - Position

Transaction Code PO13

Helpful Hints The Organizational Management Processor will use this to update a positions
description.

e Use the General Description to enter a position description.

e Use the In Training description to put in a description of the positions in-
training plan.

e Use the Shift Designation to put in the shift details for the position.
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Title: Position_Description (PO13)

The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type

Description

Error

(X

Example: @ Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to validate and proceed.

Warning

®

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

Action: If an action is required, perform the action. Otherwise, click

E (Enter) to validate and proceed.

Confirmation

0.

Example: ﬁl Save your entries.

Action: Perform the required action to proceed.
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Procedure
1. Start the transaction using the above menu path or transaction code PO13.
[E Position  Edit  Goto UtilitiesiM)  Settings System Help
V] ~JHI¢ee CHE DDo8 BE @

Maintain Position

O L Dl T 21

Plan wersion
Position
Abbr,

./ Active | Planned

s - 51
01 Current pl b
L =l

Subrnitted Approved Rejected

Infotype Mame

Ohject

Relationships

Diescription

Planned Compensation

Wacancy

Acct, Assignment Features
Work Schedule
Ermnployes GroupfSubgroup

PO Profiles

Cost Distribution

.. [ | Time period

- #Period
Fraorm 0470172013 to 1273179999
I Today TICurrent wesk
Al _ICurrent month
“IFrom curr.date “Last wieek
I To current date “Last mionith

“ICurrent Year
- = Select.

2. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name

R/0O/C

Description

Position

R

This is a specific and concrete description of the responsibilities
that one individual fulfills in an organization.

@State of Washington Position’s object id number begins
witha 7.
Example: 71003228
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Title: Position_Description (PO13)

Click & (Enter) to validate the information.

(= Position
&
Maintain Position
7Osemam

Edit Goto  Utilities(p)

JH ©@@ CHE Do EHE @

Settings Systern Help

-

Plan wersion 01 Current pl: '_n

Position HRMS FUNCTIOMAL MAMAGER
Abbr, 0433

7 Active l Planned « Submitted  Approved  © Rejected

Infotype Mame s, [ | Tirme period

Ohject o - ®)Period

Relationships o 7 || Fom  |04/01/2013 ta 12/31,/9999
| Description | W I Today CICurrent wieek

Planned Compensation o Al “ICurrent ranth

Wacancy v _JFrom curr,date ILast week

ACEL, Assignment Features v “ITo current date “ilast month

work Schedule o ® Ul e

Ernployee Group/Subaroup oW

PD Profiles a |'E| — |

Cost Distribution W -

In the Time period section, click Period and enter the From date as the effective date of the

record.
Time period
# Period
Frorm 04/01/42013 to 12/31 /9999
I Taday ICurrent week
DAl JCurrent month

“IFrom curr.date

1 To current date

CiLast week
“iLast month

“Current Year

@ The date you use will be the used on HRMS reports.
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Click the box to the left of Description to select.

O

Click (Create) to create a new record.

= Create Description

&

8/ ¢@ee@ CHE 0o BEE @m

Create Description
= e = | [

Positian

Planining Status

W aliclity

Descriptian

Subtype

Language
Description

0433 HRMS FUMCTIOMNAL MAMNAGER
Active
0340142013 to 123179999 |6’q” Change Infarmation

015 71003225 1

EM English -

HEE 2] #HEE

Lil, ol L 1 - L 10 of 31 lines

Complete the following fields:

R=Required Entry 0O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Validity R It is the date of which the record is to begin.
Example: 3/1/2013
Subtype R @
Click on the dropdown to display the applicable options.
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Subtype :— =
Language |0001 General description
e 0002 In Training

0003 IWAC Points
44 ]I [|ooa4 shift Designation
Q005 Position Description Date
0006 Position Evaluation Date
6031 Activity
6032 Responsibility
a033 Competence
B034

AN
Effective April 1,2013:

e JVAC points should no longer be entered on this
infotype.

e Subtype 0006 name change from ‘Last JVAC Evluation
Date’ to ‘Position Evaluation Date’

o The Position Evaluation Date field should be
updated when any part of a position is
evaluated.

o The State of Washington does not use the
codes:

= 6031 Activity

= 6032 Responsibility
= 6033 Compentence
= 6034

Example: General Description

Description

This is a field that defines specific attributes of a position or an
organizational unit.
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[= Infotype Edit  Goto Wiew  Systern Help

@ .| Create Description
2 & | B EE

1 i qa|e@ee  SHE 040 BHE @m

Position 0433 HRMS FUMCTIOMNAL MANASER
Planning Status Active
4 alidity 0440172013 tao 12/31,/9999 EH’ Change Infarmation
Description 015 71003228 1
Subtype 0001 General description A
Language EM English -
Cescription

HEE @B e BE

This is agency specific.

* Llid, Co25 Ln 1 - Ln 10 of 29 lines

Click ﬁ (Enter) to validate the information.

9. |
Click (Save) to save.

@ Repeat steps 7-9 to add additional subtypes.

10. You have completed this transaction.

Results

You have entered data in the Description Infotype.

Comments

None.
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